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Introduction  This chapter discusses Accessions and Separations. 

In This Chapter This chapter contains the following sections: 
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Section A: Process for Accessions  

  

A.1.  
Introduction  

This section describes the process for accessions. The accession process 

depends on communication between the member, unit, and SPO to ensure 

a smooth transition into the Coast Guard. This process is broken down into 

steps based on what needs to be completed and who is responsible. 

 
This process is for prior service members who report directly to 

their new unit vice attending indoctrination at Cape May. 

A.2. Accession 

Process 

This is the process: 

Step Who 

Does It 

What Happens Date 

1 Member The Unit must assist the Member in completing the following: 

¶ DD Form 2058, State of Legal Residence Certificate 

¶ IRS W4 Form 

¶ Appropriate state tax withholding certificate  

¶ Direct Deposit information 

¶ CG-2020D (Designation of Beneficiaries) 

¶ CG-2020 (Dependency Worksheet) if member has dependents 

¶ DD-1172-2 (Application for Uniformed Service Identification 

Card) 

¶ DD-1173 (Uniformed Service Identification and Privilege 

Card) if member has dependents 

¶ Completes SGLV-8286, if not electing default coverage or 

ñby lawò 

¶ Completes SGLV-8286A (if member is married) 

¶ TSP-U-1 (if member desires to participate in TSP) 

¶ TDP Enrollment Form (if member has dependents & desires 

to enroll them in the TRICARE Dental Plan) 

¶ DD 2366 (Montgomery GI Bill Election Form) if member is 

eligible to enroll in MGIB 

 

http://www.dcms.uscg.mil/ppc/pd/forms/
http://www.dcms.uscg.mil/ppc/pd/forms/
https://www.irs.gov/forms-pubs/about-form-w4
http://www.dcms.uscg.mil/ppc/pd/forms/
http://www.dcms.uscg.mil/ppc/pd/forms/
http://www.dcms.uscg.mil/ppc/pd/forms/
http://www.cac.mil/Uniformed-Services-ID-Card/Getting-Your-ID-Card/
http://www.cac.mil/uniformed-services-id-card/
http://www.dcms.uscg.mil/ppc/pd/forms/
http://www.dcms.uscg.mil/ppc/pd/forms/
https://www.tsp.gov/forms/index.html
https://tricare.mil/FormsClaims
http://www.esd.whs.mil/Portals/54/Documents/DD/forms/dd/dd2366.pdf
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¶ CG-5102 (Officer Uniform Allowance Claim Worksheet) for 

eligible officers 

2 Unit Assists the member in completing the PCS Reporting Worksheet 

(CG-2005) and forwards to the SPO with other related forms 

from Step 1 

 

3 SPO 
¶ Creates PDR and establishes EI-PDR 

¶ Submits Direct Access transactions: 

ü Applicant Data  

ü Contract Data 

ü Hire Applicant 

ü Employee Tax Data Information 

ü Payment Option Election (Non Self-Service) 

ü Family Members/Dependents 

ü Emergency Contacts 

ü Servicemembersô Group Life Insurance (SGLI) Election 

ü Family SGLI (FSGLI) Election 

ü Entitlements 

 

Table 3-1 Accession Process 

 

For members who are changing components of the Coast Guard 

with no break in service, the SPO must ensure that a separation 

transaction in Direct Access has been completed and approved on 

the member prior to transmitting accession (rehire) transactions. 

  

https://www.dcms.uscg.mil/forms/
http://www.dcms.uscg.mil/ppc/pd/forms/
http://www.dcms.uscg.mil/ppc/pd/forms/
http://www.dcms.uscg.mil/ppc/pd/da/
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Section B: Types of Accessions 

  

B.1. Introduction  This section describes the different types of accessions. An accession is the 

process of establishing pay and personnel records when a member comes 

on Active Duty. There are several ways to be accessed and several points 

where members can be processed. 

B.2. Types of 

Accessions 

This table describes the types of accessions and identifies the processing 

points. 

Type Description Processing 

Point 

 

Direct 

Commission 

When an officer comes from the civilian sector or other 

military service (not in Direct Access) and is processed 

through Direct Commission Officer (DCO) course before 

departing for their first unit. 

CG 

Recruiting 

Command 

When an officer is a current Active Duty/Reserve component 

member and reports directly to their first unit prior to attending 

the DCO course. 

Responsible 

SPO for 

designated 

unit 

 
This is done IAW Decision Memo: Policy Change to Central Accession 

Point for Direct Commission Officer (DCO) Civilian Hires, dated 19 

September 2018. 

Cadet 

Graduates 

When a Cadet graduates from the Academy and becomes an 

officer. 

CG 

Academy 

Cadet When a Cadet reports to the Academy. CG 

Academy 

Former 

Cadet with a 

Reserve 

Obligation 

Non-Prior service cadets whose appointment is terminated in 

their junior or senior year are assigned to the Coast Guard 

Reserve SELRES Transition Pool for 59 days and 

subsequently assigned to either the IRR or a drilling unit to 

complete their military obligation. 

CG 

Academy 

Prior 

Service 

(other than 

DCO) 

When an enlisted member comes from another service and 

attends Basic Training. 
TRACEN 

Cape May 

When a member comes from prior CG or CG Reserve and 

reports directly to a unit without going through basic training. 
Responsible 

SPO for 
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This includes members who are being discharged from 

the Active Duty component of the Coast Guard to be 

immediately accessed into the Reserve component of the 

Coast Guard and vice versa. The servicing SPO losing 

the member must submit the discharge transaction in 

Direct Access and accession transaction within 24 hours. 

designated 

unit 

When a member reports directly to the Individual Ready 

Reserve (IRR). 
Servicing 

SPO 

If the member enlists in the Reserves and attends Cape May as 

a Direct Enlisted Petty Officer Training (DEPOT) student. 
TRACEN 

Cape May 

Recruits When an enlisted member goes to basic training before 

departing for their first unit. 
TRACEN 

Cape May 

Table 3-2 Types of Accessions 
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Section C: Recalled Retired Members 

  

C.1. Introduction  This section describes the process for recalling retired members. The 

Commandant may direct that a retired member be recalled to Active Duty. 

The automated process to recall a retiree to Active Duty was not 

programmed in DA 9.1. Contact the Personnel Service Center (PSC) for 

questions about this topic.  

C.2. Process This table explains the process for recalling retired members. 

Step Who Does It What Happens 

1 PSC Identifies the need for a memberôs recall. 

2 Member Submits an official request for recall via CG memo. 

3 PSC 
¶ Panels the request for approval. 

¶ If approved, contacts the member and creates recall orders 

using the PCS module in Direct Access. 

¶ Forwards a copy of the recall memo to PPC (ras) to have 

retired pay suspended. 

4 PPC (ras) Upon receipt of memo, suspends retired pay. 

5 SPO 
¶ Before processing the PCS orders, ensures the Retirement 

with Pay Job Data row was built for the retirement. A 

Retirement with Pay row MUST exist before processing the 

PCS recall orders.  

¶ Processes the PCS recall orders. 

¶ Approves the PCS recall orders. 

¶ Verifies the Rehire Job Data row is built.  

¶ Starts other pays and entitlements. 

6 PSC 
¶ Upon completion of the Recall period, enters and approves a 

Separation Authority which will generate Resume 

Retirement orders in Direct Access. 

¶ Forwards a copy of the Separation Authority to PPC for 

resumption of retired pay. 

7 SPO Completes the Resume Retirement orders. 

8 PPC (ras) Removes suspension of retired pay. 
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Table 3-3 Recall from Retirement Process 
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Section D: Separation Processing Classification 

  

D.1.  
Introduction  

This section describes the separation processing classification. Separations 

are classified as Expedited or Routine. Expedited separations are those 

separations that must be processed in less than 30 days and require PPC 

(sep) authorization. Routine separations are separations that can be 

processed in excess of 30 days. 

D.2. References (a) Military Separations, COMDTINST M1000.4 (series) 

(b) Coast Guard Pay Manual, COMDTINST M7220.29 (series) 

(c) Certificate of Release or Discharge from Active Duty, DD-214, 

COMDTINST 1900.4 (series) 

(d) Identification Cards for Members of the Uniformed Services, Their 

Eligible Family Members, and Other Eligible Personnel, COMDTINST 

M5512.1 (series) 

(e) Personnel Security and Suitability Program, COMDTINST M5520.12 

(series) 

D.3.  
Classification 

Table 

Use this table to determine the classification of separation: 

If the Separation isé Then useé 

due to misconduct and the unit commanding officer desires rapid 

administrative action 

Expedited 

not due to misconduct, but rapid administrative action is required Expedited 

Note: The unit CO/XO/Admin Officer must request immediate separation processing 

by contacting the PPC (sep) Branch Chief at 785-339-3551. 

for Reserve members disenrolling from a class ñAò school, officer 

candidate school, or other training programs 

Expedited 

due to unsatisfactory performance Expedited 

due to unsuitability Expedited 

due to physical disability Expedited or Routine 

directed by PSC for urgent reasons Expedited or Routine 

under normal circumstances Routine 

Table 3-4 Separation Classification 

https://media.defense.gov/2019/Dec/09/2002222065/-1/-1/0/CIM_1000_4.PDF
https://media.defense.gov/2019/Nov/15/2002211440/-1/-1/0/CIM_7220_29D.PDF
https://media.defense.gov/2017/Mar/06/2001707841/-1/-1/0/CI_1900_4E.PDF
https://media.defense.gov/2017/Mar/06/2001707841/-1/-1/0/CI_1900_4E.PDF
https://media.defense.gov/2017/Mar/24/2001721512/-1/-1/0/CIM_5512_1A.PDF
https://media.defense.gov/2017/Mar/24/2001721512/-1/-1/0/CIM_5512_1A.PDF
https://media.defense.gov/2017/Mar/24/2001721512/-1/-1/0/CIM_5512_1A.PDF
https://cg.portal.uscg.mil/sites/externaldata/Directives/CIM_5520_12C.pdf
https://cg.portal.uscg.mil/sites/externaldata/Directives/CIM_5520_12C.pdf
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Section E: Request for Expedited Separation 

  

E.1. Introduction  This section explains the process for requesting an expedited separation. 

Expedited separations require up to 7 business days for processing after 

PSC approves the separation request (posts the orders on the airport 

terminal). Coordination between the unit command, SPO and PPC (sep) is 

required to determine a feasible expedited separation date due to the 

payroll cycle. 

Expedited separations are often due to misconduct or unsatisfactory 

performance. If a separation is not due to misconduct or unsatisfactory 

performance (would normally be processed as a routine separation), but 

rapid administrative action is required, commands (CO/XO/Administrative 

Officers) may request expedited separation processing by contacting the 

PPC (sep) Branch Chief at (785) 339-3551. 

 

Requests to change the termination date of a PSC approved 

separation request to a later date must be made to PSC (epm-1) for 

enlisted personnel or PSC (opm-1) for officers. 

E.2. Procedures Here are the procedures for requesting an Expedited separation: 

Step Who Does It What Happens 

1 PSC 

(epm/opm/rpm) 
¶ Approves separation and generates separation request in 

Direct Access. 

¶ Emails approved separation request to unit. 

2 Unit ¶ Ensures member is physically qualified for separation.  

¶ Contacts PPC (sep) Branch Chief if separation is not due to 

misconduct or unsatisfactory performance. 

¶ Advises P&A Office of request for expedited processing 

with requested separation date. 

3 P&A Office Sends draft Expedited separation processing email to SPO. 

4 SPO Sends expedited separation processing email to PPC-PF-

SEP@uscg.mil using the format provided in Figure 3-1. 

 
Email must be routed through and released by the SPO 

Chief (with ñBy directionò authority). 

mailto:PPC-PF-SEP@uscg.mil?subject=Change%20approved%20termination%20date,%20Emplid:%20xxxxxx
mailto:PPC-PF-SEP@uscg.mil?subject=Change%20approved%20termination%20date,%20Emplid:%20xxxxxx
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5 PPC (sep) Upon receipt of the SPOôs Email, amends separation request. 

Advises SPO of separation request amendment. 

6 SPO and P&A 

Office 

Processes separation IAW discharge procedures. 

Table 3-5 Procedures for Requesting an Expedited Separation 

E.3. Email 

Format for 

Expedited 

Separations 

Use the following format to request expedited separations. 

 

Figure 3-1 Email Format for Requesting Expedited Separations 
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Section F: Separation Processing (RELAD, Discharge, Retirement) 

  

F.1. Introduction  This section explains separation processing. Separation processing depends 

on close communication between all participants. Timely processing of all 

Direct Access data entry is essential to provide the member a smooth 

transition and to ensure separation payments are made consistent with 

applicable directives. 

The separation order shall be approved by the SPO data entry/approval 

cutoff date for the pay calendar of the memberôs departure from the unit. 

Terminal leave must be entered on the separation order. 

SPOs must ensure Career Sea Pay (CSP), Career Sea Pay Premium 

(CSPP), OCONUS COLA and Special Duty Pay (SDP) are manually 

stopped upon the memberôs departure from the unit IAW  reference 

(b). 

F.2. References (a) Military Separations, COMDTINST M1000.4 (series) 

(b) Coast Guard Pay Manual, COMDTINST M7220.29 (series) 

(c) Transition Assistance Program, COMDTINST 1900.2 (series) 

(d) Certificate of Release or Discharge from Active Duty, DD-214, 

COMDTINST 1900.4 (series) 

(e) Coast Guard Personal Property Transportation Manual, COMDTINST 

M4050.6 

(f) Personnel Security and Suitability Program, COMDTINST M5520.12 

(series) 

(g) Government Travel Charge Card (GTCC) Program Policies and 

Procedures, COMDTINST M4600.18 (series) 

(h) Joint Travel Regulations (JTR) 

(i) Military Personnel Data Records (PDR) System, COMDTINST 

M1080.10 (series) 

(j) Identification Cards for Members of the Uniformed Services, Their 

Eligible Family Members, and Other Eligible Personnel, COMDTINST 

M5512.1 (series) 

F.3. Separation 

Checklist 

Use the following checklist to process all separation types. It should be 

used along with the checklists for Release from Active Duty (RELAD), 

Discharge (Active/Reserve) and Retirement, as appropriate. 

Step Who Does It What Happens 

https://media.defense.gov/2019/Dec/09/2002222065/-1/-1/0/CIM_1000_4.PDF
https://media.defense.gov/2019/Nov/15/2002211440/-1/-1/0/CIM_7220_29D.PDF
https://media.defense.gov/2017/Mar/06/2001707840/-1/-1/0/CI_1900_2A.PDF
https://media.defense.gov/2017/Mar/06/2001707841/-1/-1/0/CI_1900_4E.PDF
https://media.defense.gov/2017/Mar/06/2001707841/-1/-1/0/CI_1900_4E.PDF
https://media.defense.gov/2017/Mar/24/2001721542/-1/-1/0/CIM_4050_6.PDF
https://media.defense.gov/2017/Mar/24/2001721542/-1/-1/0/CIM_4050_6.PDF
https://cg.portal.uscg.mil/sites/externaldata/Directives/CIM_5520_12C.pdf
https://cg.portal.uscg.mil/sites/externaldata/Directives/CIM_5520_12C.pdf
https://media.defense.gov/2017/Feb/23/2001703164/-1/-1/0/CCN_4600_2012_3_28.PDF
https://media.defense.gov/2017/Feb/23/2001703164/-1/-1/0/CCN_4600_2012_3_28.PDF
https://www.defensetravel.dod.mil/site/travelreg.cfm
https://media.defense.gov/2017/Mar/28/2001723247/-1/-1/0/CGD-170328-346-060.PDF
https://media.defense.gov/2017/Mar/28/2001723247/-1/-1/0/CGD-170328-346-060.PDF
https://media.defense.gov/2017/Mar/24/2001721512/-1/-1/0/CIM_5512_1A.PDF
https://media.defense.gov/2017/Mar/24/2001721512/-1/-1/0/CIM_5512_1A.PDF
https://media.defense.gov/2017/Mar/24/2001721512/-1/-1/0/CIM_5512_1A.PDF
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1 Unit ¶ IAW reference (a), completes pre-discharge interview 6 

months prior to separation date. If member is recommend 

and eligible for reenlistment, completes CG-3307 entry SEP-

07A. 

¶ If member is not recommend and/or not eligible for 

reenlistment, completes documentation as required (CG-

3307 entry SEP-07B, SEP-07C, or SEP-07D. 

¶ IAW reference (a), ensures member is physically qualified 

for separation. 

2 P&A Office IAW reference (c), ensures member receives Transition 

Assistance Program counseling. 

¶ Forwards the following to the SPO: 

Service Member Pre-Separation/Transition Counseling and 

Career Readiness Standards eForm for Service Members 

Separating, Retiring, Released from Active Duty (DD eForm 

2648). This form replaced DD-2648 and DD-2648-1. 

¶ Upon notification that the member has completed TAP 

counseling, enters a Direct Access Training file update using 

School Code 500650. 

¶ Notifies the PSC (epm/opm/rpm) assignment officer at least 

6 months prior to the date of separation indicating memberôs 

intention to separate.  

¶ For all members eligible/recommended for reenlistment:  

ü Notifies the Coast Guard Recruiting Command 

(CGRC) In Service Transfer Team (ISTT) (email: 

CGR-SMB-ISTT@uscg.mil. Phone: (703) 235-

1731) of memberôs preferences in regards to a 

Selected Reserve Unit or Individual Ready 

Reserve (IRR). Includes the memberôs address 

and phone number following separation. 

ü For members who desire to affiliate with the 

Coast Guard Reserve or have a remaining 

military service obligation, counsels the member 

on their obligation and completes the appropriate 

page 7 entry: AT-10A for Assignment to IRR, 

AT-10B for Assignment to ISL, AT-10C for 

Assignment to ASL, AT-10D for Assignment to 

SELRES or AT-13 for SELRES Affiliation 

Deployment Deferment Waiver 

http://www.dcms.uscg.mil/ppc/pd/page7/
http://www.dcms.uscg.mil/ppc/pd/page7/
http://www.dcms.uscg.mil/ppc/pd/page7/
http://www.dcms.uscg.mil/ppc/pd/page7/
http://www.dcms.uscg.mil/ppc/pd/page7/
https://www.dodtap.mil/rest/docs?filename=Blank_eForm_PDF_Print_Out.pdf
https://www.dodtap.mil/rest/docs?filename=Blank_eForm_PDF_Print_Out.pdf
mailto:CGR-SMB-ISTT@uscg.mil
http://www.dcms.uscg.mil/ppc/pd/page7/
http://www.dcms.uscg.mil/ppc/pd/page7/
http://www.dcms.uscg.mil/ppc/pd/page7/
http://www.dcms.uscg.mil/ppc/pd/page7/
http://www.dcms.uscg.mil/ppc/pd/page7/
http://www.dcms.uscg.mil/ppc/pd/page7/
https://www.dcms.uscg.mil/ppc/pd/page7/
https://www.dcms.uscg.mil/ppc/pd/page7/
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ü Members who affiliate with the SELRES 

component of the Coast Guard Reserve following 

RELAD, who are also on a published Active 

Duty SWE advancement eligibility list by their 

separation date, may submit a request through 

their Commanding Officer/Officer in Charge to 

be placed on the current RSWE in effect, or the 

Reserve advancement eligibility list the following 

1 January after their RELAD. Requests may be 

sent to CG PPC (adv) via online trouble ticket or 

via email to PPC-DG-CustomerCare@uscg.mil. 

3 Unit Completes follow-up interview at 3 months prior to separation 

date. 

4 P&A Office ¶ Assists member with completing: 

ü Career Intentions Worksheet (CG-2045), 

ü PCS Departing/Separation Worksheet (CG-2000), and  

ü PCS Entitlements Worksheet (CG-2003). 

¶ Sends worksheets to SPO at least 60 days prior to the 

separation date. 

5 SPO ¶ If member desires relocation at time of separation, inserts the 

following statement in the order notes as line item B: 

ñMember plans to relocate at time of separation. Final home 

address will be (enter complete address and city, 

state/country).ò 

¶ Follows the procedures in Chapter 3, Section J of this 

publication if member does not desire relocation at time of 

separation. 

¶ Enters and approves separation transactions to include the 

DD-214 and separation orders. 

¶ Forwards the DD-214 worksheet and separation orders to 

P&A Office. 

6 P&A Office 

 

 

 

 

¶ Ensures member schedules appointment with servicing 

transportation office to arrange shipment of household 

goods. 

¶ Prepares appropriate separation letter(s) from Section 3-N of 

this publication and completes applicable CG-3307 entries. 

mailto:PPC-DG-CustomerCare@uscg.mil
http://www.dcms.uscg.mil/ppc/pd/forms/
http://www.dcms.uscg.mil/ppc/pd/forms/
http://www.dcms.uscg.mil/ppc/pd/forms/
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¶ Delivers DD-214 Worksheet, separation orders and letters to 

member. 

¶ Ensures member receives a copy of the Thrift Savings Plan 

(TSP) Withdrawal Package if they have a TSP account. 

¶ Verifies/enters final mailing address in Direct Access.  

¶ Instructs member to update mailing address in Direct Access 

following separation if member relocates any time in the 18 

months following separation. The mailing address in Direct 

Access is used to mail the memberôs IRS Form W2. 

¶ In accordance with reference (h), counsels member on 

separation travel.  

¶ Provides member with pre-addressed envelope to mail travel 

claims and original separation travel order to PPC (tvl). 

¶ IAW reference (j), instructs member to return Common 

Access Card (CAC) and dependent ID cards to the nearest 

Real-Time Automated Personnel Identification System 

(RAPIDS) facility upon date of separation. The nearest 

RAPIDS facility can be located at the following website: 

https://idco.dmdc.osd.mil/idco/#/. 

¶ Provides member with travel claim form(s) and instructions 

for completion. Instructs the member on the procedure to 

reenroll in direct deposit after the effective date of separation 

by completing the Online Electronic Funds Transfer 

Application at: Enrollment Form.  

 

This is necessary even if the memberôs banking 

information doesnôt change following separation because 

the travel payment system is purged of the memberôs 

current EFT information upon separation. 

7 Unit ¶ IAW reference (j), collects memberôs CAC and dependent 

ID cards if departing on date of separation and return to 

nearest RAPIDS facility. 

¶ IAW reference (g), ensures Government Travel Charge Card 

is turned into coordinator for cancellation. 

¶ Conducts Final Termination Briefing. 

¶ IAW reference (i), forwards Unit-PDR. 

8 SPO ¶ IAW reference (i), disposes of Unit, SPO and MED PDRs. 

https://www.tsp.gov/PDF/formspubs/tspbk02.pdf
https://www.tsp.gov/PDF/formspubs/tspbk02.pdf
https://idco.dmdc.osd.mil/idco/#/
https://www.work.uscg.mil/fincen/enrollmentform/
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¶ IAW reference (d), gives original DD-214 to member before 

they depart the unit. 

Table 3-6 Separation Checklist 

F.4. RELAD 

Checklist 

Here is a checklist of additional items when releasing a member from 

Active Duty: 

Step  Who Does It What Happens 

1 P&A Office ¶ Notifies the Coast Guard Recruiting Command (CGRC) In 

Service Transfer Team (ISTT) (email: CGR-SMB-

ISTT@uscg.mil. Phone: (703) 235-1731) of memberôs 

preferences in regards to a Selected Reserve Unit or 

Individual Ready Reserve (IRR). Includes the memberôs 

address and phone number following separation. 

¶ For members who desire to affiliate with the Coast Guard 

Reserve or have a remaining military service obligation, 

counsels the member on their obligation and completes the 

appropriate page 7 entry: AT-10A for Assignment to IRR, 

AT-10B for Assignment to ISL, AT-10C for Assignment to 

ASL, AT-10D for Assignment to SELRES or AT-13 for 

SELRES Affiliation Deployment Deferment Waiver 

¶ Members who affiliate with the SELRES component of the 

Coast Guard Reserve following RELAD, who are also on a 

published Active Duty SWE advancement eligibility list by 

their separation date, may submit a request through their 

Commanding Officer/Officer in Charge to be placed on the 

current RSWE in effect, or the Reserve advancement 

eligibility list the following 1 January after their RELAD. 

Requests may be sent to CG PPC (adv) via online trouble 

ticket or via email to PPC-DG-CustomerCare@uscg.mil. 

If the 

memberôs 

RELAD isé 

Thené 

Jan 1ïJul 1 Member will be placed on current published 

RSWE list. Member may participate in the 

upcoming October RSWE if eligible, but 

cannot be placed on a future list if the member 

can sit for that exam.* 

Jul 2-Sep 1 Occasionally, some members will RELAD 

during the period to validate RSWE PDEs 

(July 2 ï September 1 of every year). As a 

result, Direct Access may create an eligible 

mailto:CGR-SMB-ISTT@uscg.mil
mailto:CGR-SMB-ISTT@uscg.mil
http://www.dcms.uscg.mil/ppc/pd/page7/
http://www.dcms.uscg.mil/ppc/pd/page7/
http://www.dcms.uscg.mil/ppc/pd/page7/
http://www.dcms.uscg.mil/ppc/pd/page7/
http://www.dcms.uscg.mil/ppc/pd/page7/
https://www.dcms.uscg.mil/ppc/pd/page7/
https://www.dcms.uscg.mil/ppc/pd/page7/
mailto:PPC-DG-CustomerCare@uscg.mil
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Active Duty SWE PDE for members now in 

the Reserves. This must be brought to the 

attention of PPC (adv) for manual correction 

to reflect an eligible RSWE PDE. The 

member must work with their respective P&A 

staff to ensure their Active Duty PDE is 

corrected to reflect eligible for the RSWE. If 

this is not completed by September 1st, the 

member will neither be eligible to sit for the 

October RSWE, or eligible to transfer their 

Active Duty SWE score to the October 

RSWE list once published. PPC (adv) 

receives similar errors every year and 

counsels commands on their membersô 

ineligibility to sit in the upcoming exam.* 

Sep 2-Dec 31 Member has the option to be placed either on 

the current RSWE list or on the future list to 

be effective January 1 of the following year. 

This is due to the member entering the 

SELRES after both the RSWE SED (July 1) 

and the RSWE PDE correction date.* 
 

 

For all scenarios above, PPC (adv) is responsible for recalculating their final 

multiple  from their last Activ e Duty test, validating their eligibility for 

conduct, competencies, etc, and placing the member accordingly on the 

corresponding RSWE list. 

2 CGRC ISTT ¶ Upon receipt of the notification, a CGRC ISTT 

representative will contact the member to discuss assignment 

options and answer questions about participation in the 

Reserves. 

¶ If an agreement is reached on an assignment to a billet in the 

Selected Reserve, CGRC ISTT will provide the memberôs 

servicing SPO with the information needed to complete the 

assignment process. 

3 P&A Office ¶ Counsels member on assignment to the Reserve component. 

Completes CG-3307 entry SEP-10 and one of the following 

entries as applicable to the memberôs Reserve Component 

status: AT-10A for Assignment to IRR, AT-10B for 

Assignment to ISL, AT-10C for Assignment to ASL, AT-

10D for Assignment to SELRES or AT-13 for SELRES 

Affiliation Deployment Deferment Waiver 

http://www.dcms.uscg.mil/ppc/pd/page7/
http://www.dcms.uscg.mil/ppc/pd/page7/
http://www.dcms.uscg.mil/ppc/pd/page7/
http://www.dcms.uscg.mil/ppc/pd/page7/
http://www.dcms.uscg.mil/ppc/pd/page7/
http://www.dcms.uscg.mil/ppc/pd/page7/
http://www.dcms.uscg.mil/ppc/pd/page7/
https://www.dcms.uscg.mil/ppc/pd/page7/
https://www.dcms.uscg.mil/ppc/pd/page7/
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¶ Updates the bank account information (if needed) in Direct 

Access if the member will be assigned to a drilling status 

after separation. 

¶ For RELAD to SELRES, instructs member to exchange 

Active Duty CAC and dependent ID cards for new ID cards 

at the nearest RAPIDS facility upon date of separation. The 

nearest RAPIDS facility can be located at the following 

website: https://idco.dmdc.osd.mil/idco/#/. 

¶ Assists the member with Continued Health Care Benefit 

Program if desired. 

(https://tricare.mil/Plans/SpecialPrograms/CHCBP). 

 

Premiums for SGLI/FSGLI coverage will continue to be 

deducted for members who affiliate with the SELRES. 

This can result in a significant debt if the member does 

not intend to perform regular monthly drills following 

RELAD. Members who desire to terminate/reduce 

coverage will be required to meet the ñproof of good 

healthò requirement if they desire to reinstate/increase 

coverage at a later date. 

Table 3-7 RELAD Checklist 

F.5. Discharge 

Checklist 

Here is a checklist of additional items when discharging a member from 

Active Duty: 

Step Who Does It What Happens 

1 SPO If desired for PSC issued separation, requests Expedited 

discharge following the procedures in this publication. 

2 P&A Office ¶ If member is authorized Disability Severance Pay or 

Separation Pay, computes amount payable IAW Chapter 10 

of reference (b). Provides SPO with computed amount for 

DD-214 entry. 

¶ Completes CG-3307 entry SEP-21 (Acknowledgement of 

Separation Pay & Recoupment from Retired Pay) entry for 

any member receiving Separation Pay and send a copy to 

PPC (sep) via email to: PPC-PF-SEP@uscg.mil. 

¶ If member is being discharged under other than honorable 

conditions, completes a CG-3307 entry SEP-27 (Other Than 

Honorable Discharge and VA Benefits). 

¶ For members being separated for normal end of enlistment:  

https://idco.dmdc.osd.mil/idco/#/
https://tricare.mil/Plans/SpecialPrograms/CHCBP
http://www.dcms.uscg.mil/ppc/pd/page7/
mailto:PPC-PF-SEP@uscg.mil
https://www.dcms.uscg.mil/ppc/pd/page7/
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ü Notifies the Coast Guard Recruiting Command 

(CGRC) In Service Transfer Team (ISTT) (email: 

CGR-SMB-ISTT@uscg.mil. Phone: (703) 235-

1731) of memberôs preferences in regards to a 

Selected Reserve Unit or Individual Ready 

Reserve (IRR). Includes the memberôs address 

and phone number following separation. 

ü For members who desire to affiliate with the 

Coast Guard Reserve or have a remaining 

military service obligation, counsels the member 

on their obligation and completes the appropriate 

page 7 entry: AT-10A for Assignment to IRR, 

AT-10B for Assignment to ISL, AT-10C for 

Assignment to ASL, AT-10D for Assignment to 

SELRES or AT-13 for SELRES Affiliation 

Deployment Deferment Waiver 

3 CGRC ISTT ¶ Upon receipt of the notification, a CGRC ISTT 

representative will contact the member to discuss assignment 

options and answer questions about participation in the 

Reserve (This does not apply to SELRES members). 

¶ If an agreement is reached on an assignment to a billet in the 

Selected Reserve, CGRC ISTT will provide the memberôs 

servicing SPO with the information needed to effect the 

assignment. 

4 SPO For members discharging with immediate enlistment in the 

Coast Guard Reserve, completes the USCGR Enlistment 

Contract (DD-4/1), effective the day following discharge from 

Active Duty. Forwards to memberôs SELRES unit for 

administration of the oath and signature. 

5 P&A Office ¶ For members discharging with immediate enlistment in the 

Coast Guard Reserve, counsels member on assignment to the 

Reserve component. Completes CG-3307 entry SEP-10 and 

one of the following entries as applicable to the memberôs 

Reserve Component status: AT-10A for Assignment to IRR, 

AT-10B for Assignment to ISL, AT-10C for Assignment to 

ASL, AT-10D for Assignment to SELRES or AT-13 for 

SELRES Affiliation Deployment Deferment Waiver 

¶ Updates the bank account information (if needed) in Direct 

Access if the member will be assigned to a drilling status 

after separation. 

mailto:CGR-SMB-ISTT@uscg.mil
http://www.dcms.uscg.mil/ppc/pd/page7/
http://www.dcms.uscg.mil/ppc/pd/page7/
http://www.dcms.uscg.mil/ppc/pd/page7/
http://www.dcms.uscg.mil/ppc/pd/page7/
http://www.dcms.uscg.mil/ppc/pd/page7/
http://www.dcms.uscg.mil/ppc/pd/page7/
https://www.dcms.uscg.mil/ppc/pd/page7/
https://www.dcms.uscg.mil/ppc/pd/page7/
http://www.dcms.uscg.mil/ppc/pd/forms/
http://www.dcms.uscg.mil/ppc/pd/page7/
http://www.dcms.uscg.mil/ppc/pd/page7/
http://www.dcms.uscg.mil/ppc/pd/page7/
http://www.dcms.uscg.mil/ppc/pd/page7/
http://www.dcms.uscg.mil/ppc/pd/page7/
http://www.dcms.uscg.mil/ppc/pd/page7/
https://www.dcms.uscg.mil/ppc/pd/page7/
https://www.dcms.uscg.mil/ppc/pd/page7/
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¶ Assists the member with Continued Health Care Benefit 

Program if desired. 

(https://tricare.mil/Plans/SpecialPrograms/CHCBP). 

¶ For memberôs affiliating with SELRES, instructs members to 

exchange Active Duty CAC and dependent ID cards for new 

ID cards at the nearest RAPIDS facility upon date of 

separation. The nearest RAPIDS facility can be located at the 

following website: https://idco.dmdc.osd.mil/idco/#/. 

¶ Completes appropriate discharge certificate and forwards to 

member. Download the certificates by copying this link into 

the web browser: 

https://cglink.uscg.mil/DischargeCertificates. Contact PPC, 

via email at ppc-pf-pd@uscg.mil to request the password to 

the discharge certificates zip file. 

¶ Forwards Honorable Discharge Button (if applicable) to 

member. 

Table 3-8 Discharge Checklist 

F.6. Retirement 

Checklist 

Here is a checklist of additional items for Active Duty retirements: 

Step Who Does It What Happens 

1 P&A Office ¶ Provides the member with the PPC (ras) Retirement Package 

(http://www.dcms.uscg.mil/ppc/ras/). The Retirement 

Package contains forms and worksheets necessary for 

establishing the memberôs retired pay account. 

¶ If the member served in a branch of service other than the 

Coast Guard, instructs member to request SOCS from PPC 

(adv) as soon as possible. It can take 18-24 months to obtain 

a SOCS. 

¶ If the member has Reservist experience, instructs member to 

request a points statement from PPC (adv) as soon as 

possible. It can take 18-24 months to obtain a points 

statement. 

2 P&A Office ¶ Assists member in completing the following forms found 

within PPCôs Retirement Package: 

ü CG-4700, Coast Guard, Public Health Service (PHS) & 

National Oceanic and Atmospheric Administration 

(NOAA) Retired Pay Account Worksheet and Survivor 

https://tricare.mil/Plans/SpecialPrograms/CHCBP
https://idco.dmdc.osd.mil/idco/#/
https://cglink.uscg.mil/DischargeCertificates
mailto:ppc-pf-pd@uscg.mil
http://www.dcms.uscg.mil/ppc/ras/
http://www.dcms.uscg.mil/ppc/pd/forms/
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Benefit Plan Election (including supporting 

documentation). 

o Only use Form CG-4700 dated 12/17 or later. 

o Do not make strike-outs, corrections, or erasures; 

doing so invalidates the form and a new one will 

have to be completed and provided. 

o If member is married, schedules a meeting with 

member and spouse to complete the CG-4700 

specific to the Survivor Benefit Plan Election section. 

o Section II Pay Delivery: Ensure banking information 

is complete/correct. 

o Section VII: If member is married and SBP is 

declined or elected at a lower amount, Spouse 

signature is required and must be dated the same or 

later than the date member signed; also, must be 

notarized. If SBP Spousal Concurrence is not 

required, the materials may be scanned and e-mailed 

to PPC-DG-RAS@uscg.mil. 

o Section X:  

Á Member must sign and date; 

Á Witness cannot be related to member; and 

Á Date of witnessôs signature must be the 
same as memberôs. 

ü CG-7221, Retired Allotment Authorization Form (if 

starting new allotments). 

ü Copy of latest Pay Slip from Direct Access if continuing 

any allotments. 

ü Instructs member to provide all completed forms to PPC 

(ras) as soon as possible. 

¶ Ensures forms are forwarded to PPC (ras) at least 30 days 

prior to departure from the unit. 

 If a married member elects not to participate in SBP or to 

participate at less than the maximum level and the spouse 

http://www.dcms.uscg.mil/ppc/pd/forms/
http://www.dcms.uscg.mil/ppc/pd/forms/
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does not complete part VII of the CG-4700, the SBP 

Spousal notification/concurrence letter (endorsed by 

spouse and notarized) is required. If the whereabouts of 

the spouse are unknown and the member elects not to 

participate in SBP or to participate at less than maximum 

level, a signed statement by the member must be attached 

to the CG-4700. 

WARNING:  

AUTOMATIC FULL COVERAGE in the Survivor 

Benefit Plan (SBP) is elected in the absence of a properly 

completed CG-4700. 

3 P&A Office Follows the steps at: 

https://www.dcms.uscg.mil/ppc/sep/CertificateRequest/ to 

request the memberôs Retirement Certificate and Presidential 

Letter of Appreciation for Memberôs Retiring with 30 or More 

Years of Service. See appropriate separation letter(s) from 

Section 3-N of this publication. 

4 P&A Office Ensures retirement certificate is received from PPC (sep) at least 

15 days prior to the memberôs retirement or departure on 

terminal leave. If certificates are not received by this date, 

contacts PPC. 

5 P&A Office Contacts PSC if the Presidential Letter of Appreciation for 

members retiring with more than 30 years of service has not 

been received. 

6 P&A Office Instructs member to exchange Active Duty CAC and dependent 

ID cards for new ID cards at the nearest RAPIDS facility upon 

date of separation. The nearest RAPIDS facility can be located at 

the following website: https://idco.dmdc.osd.mil/idco/#/. 

Table 3-9 Retirement Checklist 

  

https://www.dcms.uscg.mil/ppc/sep/CertificateRequest/
https://idco.dmdc.osd.mil/idco/#/
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Section G: Disability Retirements 

  

G.1.  
Introduction  

This section explains the Disability Retirement process. Temporary and 

permanent disability retirements are approved under the physical disability 

evaluation systems. They are processed as routine separations. The 

retirement date for members in this category will normally be 20 working 

days after the date of PSCôs action. Active Duty allotments will be paid for 

the last month of Active Duty. 

G.2. References (a) Certificate of Release or Discharge from Active Duty, DD-214, 

COMDTINST 1900.4 (series) 

(b) CG Separation Program Designator Handbook 

(c) Military Separations, COMDTINST M1000.4 (series) 

(d) Coast Guard Direct Access Knowledge Base, Separations 

(e) Identification Cards for Members of the Uniformed Services, Their 

Eligible Family Members, and Other Eligible Personnel, COMDTINST 

M5512.1 (series)  

(f) Personnel Security and Suitability Program, COMDTINST M5520.12 

(series) 

(g) Coast Guard Pay Manual, COMDTINST M7220.29 (series) 

G.3. Process Below is the process for Temporary and Permanent Disability Retirements. 

Step Who Does It What Happens 

1 PSC 

(epm/opm/rpm) 

Issues Separation Request in Direct Access directing temporary 

or permanent disability retirement. 

2 Member ¶ Submits Coast Guard, NOAA & PHS Retired Pay Account 

Worksheet and Survivor Benefit Plan Election (CG-4700) to 

PPC (ras). 

¶ The SPO and/or unit must assist in counseling the member 

and completing the CG-4700. 

¶ If member is married, schedules a meeting with member and 

spouse to complete the CG-4700 specific to the Survivor 

Benefit Plan Election section. 

¶ If Section VII: SBP Spousal Concurrence is not required, the 

materials may be scanned and e-mailed to PPC-DG-

RAS@uscg.mil. 

https://media.defense.gov/2017/Mar/06/2001707841/-1/-1/0/CI_1900_4E.PDF
https://media.defense.gov/2017/Mar/06/2001707841/-1/-1/0/CI_1900_4E.PDF
https://media.defense.gov/2017/Mar/06/2001707841/-1/-1/0/CI_1900_4E.PDF
https://media.defense.gov/2019/Dec/09/2002222065/-1/-1/0/CIM_1000_4.PDF
https://cg.portal.uscg.mil/units/ppc/RoboHelp/DAGP/searchresults.aspx?#ux=search&rhsearch=Separations
https://media.defense.gov/2017/Mar/24/2001721512/-1/-1/0/CIM_5512_1A.PDF
https://media.defense.gov/2017/Mar/24/2001721512/-1/-1/0/CIM_5512_1A.PDF
https://media.defense.gov/2017/Mar/24/2001721512/-1/-1/0/CIM_5512_1A.PDF
https://cg.portal.uscg.mil/sites/externaldata/Directives/CIM_5520_12C.pdf
https://cg.portal.uscg.mil/sites/externaldata/Directives/CIM_5520_12C.pdf
https://media.defense.gov/2019/Nov/15/2002211440/-1/-1/0/CIM_7220_29D.PDF
https://www.dcms.uscg.mil/ppc/pd/forms/
https://www.dcms.uscg.mil/ppc/pd/forms/
https://www.dcms.uscg.mil/ppc/pd/forms/
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WARNING:  

AUTOMATIC FULL COVERAGE in the Survivor 

Benefit Plan (SBP) is elected in the absence of a properly 

completed CG-4700. 

3 SPO ¶ Completes and Approves the Separation Order in Direct 

Access. Orders must be approved no later than the effective 

date of terminal leave. Retirements can be approved as soon 

as the Order is created and audited. 

¶ Completes and approves the DD-214, making sure to include 

the required data in block 18 (if applicable) relative to the 

payment of Disability Severance Pay, Lump Sum 

Readjustment Payment or Separation Pay, and SRB 

recoupment endorsement on the reverse side of the DD-214 

(if applicable). 

¶ Ensures member has an updated Mailing Address in Direct 

Access. 

 

The mailing address information must be entered and 

verified in Direct Access to facilitate the end of year 

mailing of the memberôs IRS Form W-2. 

4 Unit Before the member departs the unit, delivers the DD-214 and the 

standard separation letter (from Section 3-N of this publication) 

to the member. 

5 PPC (sep) Runs Order Integration Process which finishes the Separation 

Order and calculates final Active Duty payment. PPC reviews 

pay account for accuracy. Payment is disbursed on the pay day 

following the separation/retirement date. 

6 Member Visits the nearest Real-Time Automated Personnel Identification 

System (RAPIDS) facility for retired ID card. The nearest 

RAPIDS facility can be located at the following website: 

https://idco.dmdc.osd.mil/idco/#/. 

Table 3-10 Disability Retirement Process 

  

https://idco.dmdc.osd.mil/idco/#/
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Section H: Reserve Retirement Processing 

  

H.1.  
Introduction  

This section explains the Reserve retirement process. Reserve retirements 

are processed by PPC (sep). The two retirement categories are: 

¶ Retirement with Pay (RET-1) for Reservists who complete 20 years of 

satisfactory service and have reached age 60, or who qualify for early 

retirement. 

¶ Retirement Awaiting Pay (RET-2) for Reservists who have satisfied all 

requirements for RET-1, except reaching retirement age. 

H.2. References (a) Reserve Policy Manual, COMDTINST M1001.28 (series) 

H.3. Early Ret-1 

Eligibility  

A member of the Ready Reserve (SELRES and IRR) who performs 

Active Duty under Title 10 (after 01/28/2008) or Title 14 (after 

12/31/2011) shall have their eligibility age for receipt of retired pay 

reduced below 60 years of age, but not less than 50 years of age IAW 

reference (a). 

H.4. Early Ret-1 

Process 

The following process describes the process for requesting Early Ret-1. 

Step Who Does It What Happens 

1 Member Submits a completed CG-2055A to Command requesting Early 

Ret-1 calculations. Requests shall be submitted no more than 

one year but at least 100 days prior to the requested retirement 

date to allow processing time. 

2 Unit/Command ¶ Verifies that all drills, Reserve points earned and orders have 

been processed in Direct Access.  

¶ Completes CG-2055A and forwards to PSC-RPM-1. 

2 PSC-RPM-1 Forwards the documents to PPC (adv). 

3 PPC (adv) ¶ Verifies eligibility based on information in Direct Access 

and calculates the date member is eligible to start drawing 

retired pay. 

¶ Forwards completed calculations CG-PSC-RPM-1 for 

approval. 

4 CG-PSC-RPM-1 ¶ Approves request. 

https://media.defense.gov/2017/Mar/28/2001723243/-1/-1/0/CIM_1001_28C.PDF
http://www.dcms.uscg.mil/ppc/pd/forms/
http://www.dcms.uscg.mil/ppc/pd/forms/
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¶ Forwards the completed request to PPC (sep) for final 

processing. 

¶ Notifies members of their early retirement date. 

5 Member Completes and submits CG-4700 to PPC (sep).  

 

If member believes there is a discrepancy with the early 

retirement calculations, member should work with PPC 

(adv) (with supporting documents) to update DA. 

Table 3-11 Early Ret-1 Process 

H.5. RET-1 

Procedures 

Here are the procedures for Retirement With Pay (RET-1): 

Step Who Does It What Happens 

1 PPC (sep) Sends ñInformation Concerning Retirement With Pay (RET-1)ò 

letter and Reserve component Survivor Benefit package to 

member 6 months prior to reaching retirement age (usually age 

60 if member has 20 years of satisfactory service). If the member 

is in a drilling status, the retirement package will be sent to the 

memberôs home address one month prior to age sixty. 

 

If it is determined that member is not eligible for RET-1 

status upon reaching age 60, member will be separated 

(age waivers to attain eligibility may be requested from 

and granted by PSC (rpm)). 

2 Member Completes form CG-4700, Coast Guard, PHS & NOAA Retired 

Pay Account Worksheet and Survivor Benefit Plan Election and 

forwards to PPC (ras) as soon as possible. 

WARNING:  

AUTOMATIC FULL COVERAGE in the Survivor 

Benefit Plan (SBP) is elected in the absence of a properly 

completed CG-4700. 

3 Unit ¶ Verifies that all drills, Reserve points earned and orders have 

been processed in Direct Access.  

¶ Provides member with a Reserve Statement of Service for 

VA Benefits.  

http://www.dcms.uscg.mil/ppc/pd/forms/
http://www.dcms.uscg.mil/ppc/pd/forms/
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4 PPC (sep) ¶ Forwards the following to the member one month prior to 

retirement: 

ü Retirement Letter 

ü Final Points Statement 

ü Retirement Certificates (if applicable) 

¶ Approves retirement orders in Direct Access. 

Table 3-12 RET-1 Procedures 

H.6. Voluntary 

RET-2 

Procedures 

Here are the procedures for Retirement Awaiting Pay at retirement age 

(RET-2) followed by Retirement with Pay (RET-1) upon reaching 

retirement age. These steps apply only to those members who choose RET-

2 status rather than continuing to drill. 

Step Who Does It  What Happens 

1 PPC (sep) Upon the member reaching 20 years of service, sends ñ20 Year 

Letterò notifying member of eligibility for RET-2 Retirement 

and Reserve Component Survivor Benefit Plan election forms. 

2 Member ¶ Requests transfer to RET-2 status by completing form CG-

2055A. 

¶ Forwards form to unit Commanding Officer. 

 

Requests must be for a future date and no less than 100 

days from submission date to provide sufficient processing 

time. 

3 Unit ¶ Verifies that all drills and orders have been processed in 

Direct Access.  

¶ Endorses CG-2055A and forwards to PSC-RPM-1. 

¶ Provides member with a Reserve Statement of Service for 

VA Benefits.  

4 PSC (rpm-1) Approves CG-2055A and forwards to PPC (sep). 

5 PPC (sep) ¶ Forwards Reserve Retirement information package to 

member. 

¶ Approves RET-2 transaction in Direct Access. 

6 Unit/P&A 

Office 

Instructs member to exchange CAC and dependent ID cards for 

new ID cards at the nearest RAPIDS facility upon date of 

http://www.dcms.uscg.mil/ppc/pd/forms/
http://www.dcms.uscg.mil/ppc/pd/forms/
http://www.dcms.uscg.mil/ppc/pd/forms/
http://www.dcms.uscg.mil/ppc/pd/forms/
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separation. The nearest RAPIDS facility can be located at the 

following website: https://idco.dmdc.osd.mil/idco/#/. 

Table 3-13 Voluntary RET -2 Procedures 

H.7. Involuntary 

RET-2 

Procedures 

Here are the procedures for involuntarily placing a Reservist in Retirement 

Awaiting Pay at retirement age (RET-2) status. 

Step Who Does It What Happens 

1 PPC (sep) Upon the member reaching 20 years of service, sends ñ20 Year 

Letterò notifying member of eligibility for RET-2 Retirement 

and Reserve Component Survivor Benefit Plan election forms. 

2 Member Member fails to reenlist upon expiration of enlistment. 

3 Unit ¶ Notifies PSC (rpm-1) of memberôs failure to reenlist. 

¶ Verifies that all drills and orders have been processed in 

Direct Access.  

¶ Endorses CG-2055A and forwards to PSC-RPM-1. In the 

remarks block, reference COMDTINST M1000.2, 

Chapter 1-E-8-h-2. 

¶ Endorses CG-2055A and forwards to PSC-RPM-1. 

¶ Provides member with a Reserve Statement of Service for 

VA Benefits. 

4 PSC (rpm-1) Notifies PPC (sep) of memberôs failure to reenlist and authorizes 

member to be placed in RET-2 status. 

5 PPC (sep) ¶ Approves RET-2 transaction in Direct Access. 

¶ Forwards Reserve Retirement information package.  

Table 3-14 Involuntary RET -2 Procedures 

  

https://idco.dmdc.osd.mil/idco/#/
http://www.dcms.uscg.mil/ppc/pd/forms/
http://www.dcms.uscg.mil/ppc/pd/forms/
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Section I: Enlisted to Cadet Status Processing 

  

I.1.  
Introduction  

This section explains the separation process for enlisted members being 

discharged to accept an appointment as a Cadet at the Coast Guard 

Academy. It is a unique transaction and requires special processing.  

Members are issued two distinct sets of orders with TONO/Accounting 

data:  

¶ CG Academy orders for travel to the CG Academy from the last PDS 

¶ Discharge orders for household goods movement and storage 

The P&A Office shall ensure the member is properly counseled on which 

set of orders is to be used for travel and household goods. 

I.2. Enlisted to 

Cadet 

Procedures 

Use the following checklist to process a separation for enlisted members 

accepting an appointment as a Cadet: 

Step Who Does It What Happens 

1 CG Academy 

Admissions 

Issues appointment letter with travel authorization including 

TONO/Accounting data. 

2 Member Advises Unit and P&A office of Academy acceptance and 

provides P&A office a copy of appointment letter. 

3 P&A Office Follows procedures for routine processing of a Discharge. The 

discharge date is one day prior to date of reporting. 

4 SPO Follows procedures for routine processing of a Discharge. 

5 CG Academy 

Cadet SPO 
¶ Processes re-hire transaction upon memberôs reporting to the 

Academy.  

¶ Ensures member completes travel claim using CG Academy 

orders. 

Table 3-15 Enlisted to Cadet Procedures 
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Section J: Separation & Retirement TONO Processing 

  

J.1. Introduction  This section provides SPO procedures for processing separation and 

retirement (SR) order TONOs for members relocating and not relocating at 

time of separation. 

J.2. References (a) Joint Travel Regulations (JTR) 

(b) Military Separations, COMDTINST M1000.4 (series) 

J.3. Discussion 

 

 

 

 

IAW reference (a), separating and retiring members are generally entitled 

to a government paid move from their last permanent duty station to their 

home of record or home of selection. The member must relocate in order to 

receive the authorized travel and transportation allowance. 

To ensure accounting accuracy, Direct Access (DA) no longer 

automatically issues a TONO upon approval of the separation order for all 

SR orders. TONOs must be requested as outlined in the procedures below. 

 
If TONO must be added ASAP (same day separation), contact PSC-

BOPS-C at ARL -DG-M-PSC-BOPS-C@uscg.mil. 

J.4. Members 

Relocating at 

Time of 

Separation 

Use this procedure to request SR travel TONOs for members relocating at 

time of separation. 

Step Who Does It What Happens 

1 P&A Office Upon receipt of Career Intentions Worksheet (CG-2045), PCS 

Departing/Separation Worksheet (CG-2000), and PCS 

Entitlements Worksheet (CG-2003); ensures member has firm 

plans to relocate upon separation. They should not request a 

TONO ñjust in caseò as there is a process in place to request a 

TONO at a later time. (See next table.) 

2 SPO Emails tonomanagement@uscg.mil with the following 

information (multiple requests in one email are encouraged):  

A. Rank and Name  

B. EMPLID  

C. Orders Trans ID  

D. Type of orders (Separation or Retirement)  

E. From City, State to City, State (e.g. Miami, FL to Elko, NV)  

https://www.defensetravel.dod.mil/site/travelreg.cfm
https://media.defense.gov/2019/Dec/09/2002222065/-1/-1/0/CIM_1000_4.PDF
mailto:ARL-DG-M-CGPSC-BOPS-C@uscg.mil?subject=Urgent%20Separation/Retirement%20TONO/LOA%20Request(s)
http://www.dcms.uscg.mil/ppc/pd/forms/
http://www.dcms.uscg.mil/ppc/pd/forms/
http://www.dcms.uscg.mil/ppc/pd/forms/
mailto:tonomanagement@uscg.mil?subject=Separation/Retirement%20TONO/LOA%20Request(s)&Body=Rank/Rate,%20Name,%20EMPLID,%20Orders%20TRANS%20ID,%20%20Type%20of%20Order,%20From%20_%20to%20_
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3 DCMS-831 Within three business days, adds TONO to the orders in DA. 

4 SPO Once the TONO is added, includes the ñSRTò order note and 

edit as appropriate on Separation and Retirement orders.  

Table 3-16 Requesting TONOs for Members Relocating upon Separation 

J.5. Members 

Not Relocating 

at Time of 

Separation 

Use this procedure for members not relocating at time of separation.  

Step Who Does It What Happens 

1 P&A Office Upon receipt of Career Intentions Worksheet (CG-2045), PCS 

Departing/Separation Worksheet (CG-2000), and PCS 

Entitlements Worksheet (CG-2003); advises member that if 

relocation is desired after receipt of travel orders, he/she must 

contact PSC-BOPS-C directly to request a TONO. 

2 SPO Inserts the following statement in the order notes as line item B: 

ñMember does not plan to relocate at time of separation. 

Member has been counseled on procedure for requesting a new 

TONO from PSC-BOPS-C if their relocation plans change 

within the entitlement timeline.ò 

3 Member If the member decides to relocate at a later date: 

¶ Member must ensure the request for a new TONO and 

relocation dates are within the original entitlement timeline. 

Requests for an extension must be submitted to CG-1332.  

¶ Member must request a new TONO from PSC-BOPS-C by 

emailing ARL-DG-M-CGPSC-BOPS-C@uscg.mil. PSC-

BOPS-C will send the member an amendment to their orders 

containing the new TONO and LOA. This does not 

constitute a change to their entitlement timeline.  

¶ IAW reference (a), member must submit travel claim 

including the amendment to orders. 

Table 3-17 Procedures for Members Not Relocating at Time of Separation 

  

http://www.dcms.uscg.mil/ppc/pd/forms/
http://www.dcms.uscg.mil/ppc/pd/forms/
http://www.dcms.uscg.mil/ppc/pd/forms/
mailto:ARL-DG-M-CGPSC-BOPS-C@uscg.mil
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Section K: Cancellation of Approved Separation Order 

  

K.1.  
Introduction  

This section provides SPO procedures for cancelling an approved 

separation order. 

K.2. References (a) Cancelling a Separation Order User Guide  

(b) Enlistments, Evaluations and Advancements, COMDTINST M1000.2 

(series) 

(c) Officer Accessions, Evaluations and Promotions, COMDTINST 

M1000.3 (series)  

(d) Military Separations, COMDTINST M1000.4 (series) 

CAUTION:  

When a situation requires a Separation Order to be completely 

cancelled, the process depends on how the order was initiated and 

the current status of the order. Use the Process chart in reference 

(a) to determine which entities need to be involved with the 

cancellation. 

K.3. Procedures Use this procedure for cancelling a separation order once approved in 

Direct Access. 

Step Who Does It What Happens 

1 PSC (epm/opm/ 

rpm) 
¶ Cancels separation request in Direct Access. Emails 

cancelled separation request to SPO.  

¶ Authorizes retention IAW reference (b) for enlisted members 

or extends Officer expected Active Duty termination date 

IAW reference (c). Notifies SPO of action. 

2 SPO Cancels separation order in Direct Access.  

¶ Select ñCancel Order and TONOò unless an expenditure will 
be/has been recorded against the TONO. 

¶ If an expenditure will be or has been recorded against the 

TONO, select ñCancel Order.ò 

3 SPO Enters and approves retention document in Direct Access. 

4 SPO Sends email notification to PPC (sep) and PSC (bops-c) using 

the email format found in Figure 3-2. 

5 PPC (sep) ¶ Ensures termination Job Data row is deleted. 

https://www.dcms.uscg.mil/ppc/pd/da/#ICG_ETH_299
https://media.defense.gov/2020/Feb/06/2002245088/-1/-1/0/CIM_1000_2C.PDF
https://media.defense.gov/2020/Feb/06/2002245088/-1/-1/0/CIM_1000_2C.PDF
https://media.defense.gov/2017/Apr/27/2001738868/-1/-1/0/CGD-170427-986-014.PDF
https://media.defense.gov/2017/Apr/27/2001738868/-1/-1/0/CGD-170427-986-014.PDF
https://media.defense.gov/2019/Dec/09/2002222065/-1/-1/0/CIM_1000_4.PDF
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¶ Notifies SPO if member will require a special payment for 

non-receipt of pay. 

6 SPO ¶ Verify entitlements and restart if necessary. 

¶ If applicable, notifies P&A Office of non-receipt of pay and 

requirement for special payment request. 

7 P&A Office ¶ IAW this publication, requests special payment for non-

receipt of pay if applicable. 

¶ Notifies member of delay in pay. 

Table 3-18 Procedures for Cancelling an Approved Separation Order 

K.4. Email 

Format for 

Cancelled 

Separations 

Use this email format for cancelled separations. 

 

Figure 3-2 Email Format for Cancelled Separations 
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Section L: SELRES Separations 

  

L.1. Introduction  This section describes the procedures for separating/discharging Selected 

Reserve (SELRES).  

This section supplements the procedures within this chapter as well as 

Chapter 10 (Reserve Activities) for SELRES members being RELAD from 

long-term Active Duty. Ensure the applicable procedures in both sections 

are also followed when separating a member from Active Duty. 

L.2. Owner of 

Process 

The following entities are responsible for the SELRES Separation and 

Discharge process: Member; Supervisor; Reserve Force Readiness System 

(RFRS), or Full Time Support staff (FTS); Servicing Personnel Office 

(SPO); Unit Admin; Pay and Personnel Center (PPC); and CG Personnel 

Service Center-Reserve Personnel Management (PSC-rpm). 

L.3. References (a) Certificate of Release or Discharge from Active Duty, DD-214, 

COMDTINST 1900.4 (series) 

(b) Military Personnel Data Records (PDR) System, COMDTINST 

M1080.10 (series) 

(c) Military Separations, COMDTINST M1000.4 (series) 

(d) Reserve Policy Manual, COMDTINST M1001.28 (series) 

(e) Identification Cards for Members of the Uniformed Services, Their 

Eligible Family Members, and Other Eligible Personnel, COMDTINST 

M5512.1 (series)  

(f) Transition Assistance Program, COMDTINST 1900.2 (series) 

(g) Personnel Security and Suitability Program, COMDTINST M5520.12 

(series) 

(h) Government Travel Charge Card (GTCC) Program Policies and  

      Procedures, COMDTINST M4600.18 (series) 

L.4. Procedure Use this procedure for routine separations from the SELRES. 

Step Who Does It What Happens 

1 P&A Office 

 

 

 

 

Monthly: 

¶ Generates Separation Report from Direct Access Unit 

Roster. 

¶ Contacts SELRES member for statement to determine 

separation date.  

https://media.defense.gov/2017/Mar/06/2001707841/-1/-1/0/CI_1900_4E.PDF
https://media.defense.gov/2017/Mar/06/2001707841/-1/-1/0/CI_1900_4E.PDF
https://media.defense.gov/2017/Mar/06/2001707841/-1/-1/0/CI_1900_4E.PDF
https://media.defense.gov/2017/Mar/06/2001707841/-1/-1/0/CI_1900_4E.PDF
https://media.defense.gov/2017/Mar/06/2001707841/-1/-1/0/CI_1900_4E.PDF
https://media.defense.gov/2017/Mar/28/2001723247/-1/-1/0/CGD-170328-346-060.PDF
https://media.defense.gov/2017/Mar/28/2001723247/-1/-1/0/CGD-170328-346-060.PDF
https://media.defense.gov/2019/Dec/09/2002222065/-1/-1/0/CIM_1000_4.PDF
https://media.defense.gov/2017/Mar/28/2001723243/-1/-1/0/CIM_1001_28C.PDF
https://media.defense.gov/2017/Mar/24/2001721512/-1/-1/0/CIM_5512_1A.PDF
https://media.defense.gov/2017/Mar/24/2001721512/-1/-1/0/CIM_5512_1A.PDF
https://media.defense.gov/2017/Mar/24/2001721512/-1/-1/0/CIM_5512_1A.PDF
https://media.defense.gov/2017/Mar/06/2001707840/-1/-1/0/CI_1900_2A.PDF
https://cg.portal.uscg.mil/sites/externaldata/Directives/CIM_5520_12C.pdf
https://cg.portal.uscg.mil/sites/externaldata/Directives/CIM_5520_12C.pdf
https://media.defense.gov/2017/Feb/23/2001703164/-1/-1/0/CCN_4600_2012_3_28.PDF
https://media.defense.gov/2017/Feb/23/2001703164/-1/-1/0/CCN_4600_2012_3_28.PDF


PPCINST M1000.2B 
Personnel and Pay Procedures TTP 

 

 
3-35 

Chapter 3: Accessions and 
Separations 

 

 

 ¶ Notifies RFRS or FTS staff of SELRES memberôs 

intentions. 

¶ Provides Career Intentions Worksheet (CG-2045) to 

SELRES member.  

 
Once Letter of Resignation for Officers/Separation 

Authorization  has been approved, complete 

procedure and checklist as indicated. 

2 SELRES member 180 days prior to separation, submits Career Intentions 

Worksheet (CG-2045) to supervisor, Branch Chief, and 

CO/OIC for approval. 

3 Commanding 

Officer/Officer in 

Charge 

Upon Receipt of Request, approves request, forwards CG-

2045 to the SPO for processing. 

4 SPO Upon Receipt of CG-2045, creates/approves Discharge 

Order in DA using the user guide. 

5 P&A Office Upon day of Separation, collects the memberôs Common 

Access Card (CAC) and dependent ID cards; returns to 

the nearest Real-Time Automated Personnel Identification 

System (RAPIDS) for disposal. The nearest RAPIDS 

facility can be located at the following website: 

https://idco.dmdc.osd.mil/idco/#/. 

 
If SELRES members have remaining Military 

Service Obligation (MSO), verify with ID Card 

Manual, reference (e) for proper issuance. 

6 PSC Following Separation, evidence of case review for 

separations (see Separation Documents Checklist, 

Enclosure (3) to PDR Manual), where PSC (rpm) is the 

discharge authority, shall be retained locally at PSC for a 

minimum of three years. 

Table 3-19 Routine Separation for SELRES 

L.5. Checklist for 

Voluntary 

SELRES 

Separation 

Here is a checklist of additional items for voluntary SELRES Separations: 

https://www.dcms.uscg.mil/ppc/pd/forms/
https://www.dcms.uscg.mil/ppc/pd/forms/
https://www.dcms.uscg.mil/Portals/10/CG-1/PPC/guides/gp/spo/Separations/Discharge%20-%20End%20of%20Enlistment.pdf
https://www.dcms.uscg.mil/Portals/10/CG-1/PPC/guides/gp/spo/Separations/Discharge%20-%20End%20of%20Enlistment.pdf
https://idco.dmdc.osd.mil/idco/#/
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Step Action Reference Date/ 

Initials  

1 

 

Completes pre-discharge interview six months prior to 

separation date. 

Ref (c)  

Transition Assistance Program counseling (TAPS). 

This is only required for RELAD from long -term 

orders. 

Ref (f)  

Verifies Reservist does not have obligated service 

remaining (Run Obligated Service Report).  

  

2 Command completes Career Intentions Worksheet, CG-

2045, at least 180 days prior to separation date and 

forwards to SPO.  

  

3 Notifies the PSC-RPM-2 assignment officer 

immediately of memberôs anticipated date of 

separation.  

  

4 SPO creates Discharge Order from CG-2045 in DA 

using the user guide for end of enlistments.  
PPC (p&d) 

DA ï User 

Guides 

 

5 Completes follow-up interview 3 months prior to 

separation date if member indicates discharge. 

Ref (c)  

6 Conducts Final Security Termination Briefing 30 days 

prior to separation. 

Ref (g)  

7 SPO Approves Separation Order in DA using the user 

guide. 

PPC (p&d) 

DA ï User 

Guides 

 

8 P&A verifies that all drills and orders have been 

processed in Direct Access. 

 

 

 

9 P&A provides members with the following: 

¶ Copy of Thrift Savings Plan (TSP) Withdrawal 

Package 

(https://www.tsp.gov/PDF/formspubs/tspbk02.pdf) 

if they have a TSP account.  

¶ Reserve Statement of Service for VA Benefits 

¶ Approved Separation Order 

 

 

TSP.gov 

 

https://www.dcms.uscg.mil/Portals/10/CG-1/PPC/GUIDES/GP/SelfService/Command/Obligated%20Service%20Report.pdf?ver=2018-04-25-151729-150
https://www.dcms.uscg.mil/ppc/pd/forms/
https://www.dcms.uscg.mil/ppc/pd/forms/
https://www.dcms.uscg.mil/Portals/10/CG-1/PPC/guides/gp/spo/Separations/Discharge%20-%20End%20of%20Enlistment.pdf
https://www.dcms.uscg.mil/ppc/pd/forms/
https://www.dcms.uscg.mil/ppc/pd/da/
https://www.dcms.uscg.mil/ppc/pd/da/
https://www.dcms.uscg.mil/ppc/pd/da/
https://www.dcms.uscg.mil/Portals/10/CG-1/PPC/guides/gp/spo/Separations/Approving%20Separation%20Orders.pdf
https://www.dcms.uscg.mil/ppc/pd/da/
https://www.dcms.uscg.mil/ppc/pd/da/
https://www.dcms.uscg.mil/ppc/pd/da/
https://www.tsp.gov/PDF/formspubs/tspbk02.pdf
https://www.tsp.gov/index.html
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10 Ensures Government Travel Charge Card is turned in to 

coordinator for cancellation. 

Ref (h)  

11 Completes appropriate Discharge Certificate and issues 

appropriate Administrative Remarks CG-3307 (SEP-16 

Discharge from USCGR inactive duty without 

immediate reenlistment). Download the certificates 

from https://cglink.uscg.mil/DischargeCertificates. 

Contact PPC, via email at ppc-pf-pd@uscg.mil to 

request the password to the discharge certificates zip 

file. 

Ref (c)  

12 Issues Honorable Discharge Button (if applicable). Ref (c)  

13 Completes appropriate separation letter(s) from Section 

3-N of this publication. 

  

14 SPO reviews and distributes SPO PDR. SPO notifies 

Health Record Custodian to forward MED PDR as 

appropriate. 

Ref (b)  

15 Collects memberôs Common Access Card (CAC) and 

dependent ID cards; returns to the nearest Real-Time 

Automated Personnel Identification System (RAPIDS) 

for disposal. 

Ref (e)  

16 Collects all government property issued to SELRES 

member including: any building keys, gear, portable 

computer, CAC access. Updates safe combinations.  

  

Table 3-20 Checklist for Voluntary SELRES Separation 

L.6. Checklist for 

Involuntary 

SELRES 

Separation 

Here is a checklist of additional items for involuntary SELRES 

Separations: 

Step Action Reference Date/ 

Initials  

1 PSC-RPM-1: 

¶ Approves separation and generates separation 

request in Direct Access. 

¶ Emails approved separation request to unit. 

  

2 If member has leave balance, the Unit contacts PPC 

(sep) if separation is under anything ñother than 

honorableò conditions. 

  

https://www.dcms.uscg.mil/ppc/pd/page7/
https://www.dcms.uscg.mil/ppc/pd/page7/
https://www.dcms.uscg.mil/ppc/pd/page7/
https://cglink.uscg.mil/DischargeCertificates
mailto:ppc-pf-pd@uscg.mil
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3 P&A Office verifies that all drills and orders have been 

processed in Direct Access. 
  

4 SPO completes/approves Separation Order in DA using 

user guide and forwards to unit for distribution to the 

member. 

PPC (p&d) 

DA ï User 

Guides 

 

5 P&A Office provides members with the following: 

¶ Copy of Thrift Savings Plan (TSP) Withdrawal 

Package 

(https://www.tsp.gov/PDF/formspubs/tspbk02.pdf) 

if they have a TSP account.  

¶ Reserve Statement of Service for VA Benefits  

¶ Approved Separation Orders 

Provides Medical with a copy of approved separation 

orders. 

 

 

TSP.gov 

 

6 Conducts Final Security Termination Briefing 30 days 

prior to separation (if possible). 

Ref (g)  

7 Ensures Government Travel Charge Card is turned in to 

coordinator for cancellation. 

Ref (h)  

8 Completes appropriate Discharge Certificate and issues 

appropriate Administrative Remarks CG-3307 (SEP-16 

Discharge from USCGR inactive duty without 

immediate reenlistment). Download the certificates 

from https://cglink.uscg.mil/DischargeCertificates. 

Contact PPC, via email at ppc-pf-pd@uscg.mil to 

request the password to the discharge certificates zip 

file. 

Ref (c)  

9 Issues Honorable Discharge Button (if applicable). Ref (c)  

10 Completes appropriate separation letter(s) from Section 

3-N of this publication. 

  

11 SPO reviews and distributes SPO PDR. SPO notifies 

Health Record Custodian to forward MED PDR as 

appropriate. 

Ref (b)  

12 Collects memberôs Common Access Card (CAC) and 

dependent ID cards; returns to the nearest Real-Time 

Automated Personnel Identification System (RAPIDS) 

for disposal. 

Ref (e)  

https://www.dcms.uscg.mil/ppc/pd/da/#ICG_ETH_299
https://www.dcms.uscg.mil/ppc/pd/da/
https://www.dcms.uscg.mil/ppc/pd/da/
https://www.dcms.uscg.mil/ppc/pd/da/
https://www.tsp.gov/PDF/formspubs/tspbk02.pdf
https://www.tsp.gov/index.html
https://www.dcms.uscg.mil/ppc/pd/page7/
https://www.dcms.uscg.mil/ppc/pd/page7/
https://www.dcms.uscg.mil/ppc/pd/page7/
https://cglink.uscg.mil/DischargeCertificates
mailto:ppc-pf-pd@uscg.mil


PPCINST M1000.2B 
Personnel and Pay Procedures TTP 

 

 
3-39 

Chapter 3: Accessions and 
Separations 

 

 

 

13 Collects all government property issued to SELRES 

member including: any building keys, gear, portable 

computer, CAC access. Updates safe combinations.  

  

Table 3-21 Checklist for Involuntary SELRES Separation 
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Section M: Discharge of SELRES for Non-Participation 

  

M.1.  
Introduction  

This section describes the process to begin discharge proceedings for 

SELRES members in a non-participation status.  

M.2. Owner of 

Process 

Non-participation requires the unit to take an active role by working and 

communicating with the immediate supervisor and SPO. The following 

entities are responsible for this process: Member; Supervisor; Reserve 

Force Readiness System (RFRS), Full Time Support (FTS) staff; Servicing 

Personnel Office (SPO); Permanent Unit; Pay and Personnel Center (PPC); 

and PSC (rpm). 

M.3. References (a) Military Personnel Data Records (PDR) System, COMDTINST 

M1080.10 (series) 

(b) Military Separations, COMDTINST M1000.4 (series) 

(c) Reserve Policy Manual, COMDTINST M1001.28 (series) 

(d) Identification Cards for Members of the Uniformed Services, Their 

Eligible Family Members, and Other Eligible Personnel, COMDTINST 

M5512.1 (series)  

(e) Personnel Security and Suitability Program, COMDTINST M5520.12 

(series) 

(f) Government Travel Charge Card (GTCC) Program Policies and  

     Procedures, COMDTINST M4600.18 (series) 

M.4. Procedure This is the procedure required to begin discharge proceedings for non-

participation of a SELRES member. 

Step Who Does It What Happens 

1 Supervisor 

 

 

 

 

 

Unexcused absence(s) (first offense): 

¶ Contacts SELRES member to discuss reason for missing 

drill(s). 

¶ Reviews Direct Access for drilling status and evaluations 

to prevent continued non-performance.  

¶ If SELRES member is unavailable, sends correspondence 

to last current address with prepared Administrative 

Remarks Form (CG-3307, with entry RPM-01 Counseled 

for failure to report for scheduled IDT) for SELRES 

member to sign acknowledgment of missed drill(s).  

https://media.defense.gov/2017/Mar/28/2001723247/-1/-1/0/CGD-170328-346-060.PDF
https://media.defense.gov/2017/Mar/28/2001723247/-1/-1/0/CGD-170328-346-060.PDF
https://media.defense.gov/2019/Dec/09/2002222065/-1/-1/0/CIM_1000_4.PDF
https://media.defense.gov/2017/Mar/28/2001723243/-1/-1/0/CIM_1001_28C.PDF
https://media.defense.gov/2017/Mar/24/2001721512/-1/-1/0/CIM_5512_1A.PDF
https://media.defense.gov/2017/Mar/24/2001721512/-1/-1/0/CIM_5512_1A.PDF
https://media.defense.gov/2017/Mar/24/2001721512/-1/-1/0/CIM_5512_1A.PDF
https://cg.portal.uscg.mil/sites/externaldata/Directives/CIM_5520_12C.pdf
https://cg.portal.uscg.mil/sites/externaldata/Directives/CIM_5520_12C.pdf
https://media.defense.gov/2017/Feb/23/2001703164/-1/-1/0/CCN_4600_2012_3_28.PDF
https://media.defense.gov/2017/Feb/23/2001703164/-1/-1/0/CCN_4600_2012_3_28.PDF
https://www.dcms.uscg.mil/ppc/pd/page7/
https://www.dcms.uscg.mil/ppc/pd/page7/
https://www.dcms.uscg.mil/ppc/pd/page7/
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¶ Sends the Administrative Remarks Form (CG 3307) by 

certified mail with return receipt and self-addressed 

stamped envelope.  

IAW reference (c), excused drills include:  

¶ Illness or injury of the Reservist  

¶ Serious or unusual hardship due to unforeseen 

emergency 

¶ Accident or illness of a family member requiring 

presence or other action by the Reservist 

¶ Death or imminent death of a member of the 

immediate family  

¶ At command discretion 

WARNING:  

If a Reservist is absent from a scheduled drill for any 

other reason than listed above, the absence must be 

recorded as unexcused in Direct Access and shall not be 

rescheduled (e.g., if authorized 48 paid drills in a fiscal 

year and is reported as having an unexcused for a 

multiple IDT drill, then the number of authorized paid 

drills for the year is reduced to 46). Commands may 

grant an excused absence based on a Reservistôs 

prompt notification and submission of adequate 

justification.  

2 SELRES 

member 
Immediately: 

¶ Contacts supervisor or unit Senior Enlisted Reserve 

Advisor (SERA) or the Command Chief to resolve non-

participation issue and/or discuss options to change 

Reserve component.  

¶ Supervisor will counsel SELRES member and proceed 

with discharge, or transfer to IRR as appropriate. 

3 Supervisor/ 

SERA 
After three unexcused absences: 

¶  Sends Non-participation Memo/Member 

Acknowledgment (Figure 3-3 and Figure 3-4) to current 

home address via certified mail with return receipt and 

self-addressed stamped envelope.  

https://www.dcms.uscg.mil/ppc/pd/page7/
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¶ Contacts Unit/SPO to document procedure on form CG-

3307 for record purposes.  

¶ Notates on disclosure log in PDR. 

4 Supervisor/ 

SERA 
After five unexcused absences: 

¶ Contacts SELRES member to correct absenteeism. 

¶ Reviews Direct Access for drilling status and evaluations 

to identify methods to prevent continued non-

performance.  

¶ If SELRES member is unavailable, sends Non-

participation Memo/Member Acknowledgement (Figure 

3-3 and Figure 3-4) to current home address via certified 

mail with return receipt and self-addressed stamped 

envelope.  

¶ Contacts Unit/SPO to document procedure on form CG-

3307 for record purposes.  

¶ Notates on disclosure log in PDR.  

¶ IAW ref (b), the Commanding Officer is authorized to 

recommend discharge at any time during probationary 

period if member is not making an effort to overcome the 

deficiency. 

5 Commanding 

Officer 

After nine unexcused absences: 

¶ Sends Discharge Memorandum/Member 

Acknowledgement (Figure 3-5 and Figure 3-6) by 

certified mail to member with stamped, self-addressed 

envelope and return receipt.  

¶ Contacts Unit/SPO to document procedure with Admin 

Remarks Form CG-3307 for record purposes, and 

completes disclosure log in PDR. 

¶ If member fails to respond, document and file in PDR; 

continue process for discharge. 

6 Unit/ 

Commanding 

Officer  

Within 30 days of second notification: 

¶ Prepares Discharge Memorandum (Figure 3-7 or Figure 

3-8) request for Honorable/Dishonorable Discharge to 

PSC (rpm). Discharge package will include the following 

documentation: 

¶ Notice of Intent to Recommend Discharge. 

https://www.dcms.uscg.mil/ppc/pd/page7/
https://www.dcms.uscg.mil/ppc/pd/page7/
https://www.dcms.uscg.mil/ppc/pd/page7/
https://www.dcms.uscg.mil/ppc/pd/page7/
https://www.dcms.uscg.mil/ppc/pd/page7/
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¶ Member Acknowledgement of Command Intent to 

Recommend Discharge. 

¶ Copies of Return Receipt Request. 

¶ Direct Access screen print indicating address and phone 

number of record. 

¶ Non-Participation Notice mailed to member (with failed 

delivery notation from USPS). 

¶ Statement of (Rate/Grade Name of member who 

attempted to contact) SELRES member with details 

related to failed response.  

¶ Direct Access screen print indicating (XX) IDT drills and 

(XX) ADT days completed. 

Table 3-22 Procedure for Discharge for SELRES Non-Participation 

M.5. Checklist 

for SELRES 

Non-

Participation 

Discharge 

This checklist is provided to assist the Unit/SPO in completing all tasks 

required to discharge a SELRES member. This job aid is designed to be 

reproduced locally. 

Step Action Reference Date/ 

Initials  

1 

 

Counsels member after one unexcused IDT drill. 

Prepares Administrative Remarks (CG-3307 with 

RPM-01 Counseled for failure to report for scheduled 

IDT entry) documenting counseling session. 

Ref (c)  

2 After three unexcused IDT drills, prepares 

Administrative Remarks (CG-3307 with RPM-01 

Counseled for failure to report for scheduled IDT entry) 

documenting the number of missed drills and 

counseling session. 

  

3 After five unexcused IDT drills, prepares Memorandum 

indicating member is recommended for discharge. 

Sends Memorandum certified with return receipt. 

  

4 After the ninth unexcused IDT drill, prepares 

Memorandum indicating member must be processed for 

discharge. Sends Memorandum certified with return 

receipt. 

Ref (c)  

5 Within 30 days of second notification, prepares 

discharge recommendation Memorandum to  

  

https://www.dcms.uscg.mil/ppc/pd/page7/
https://www.dcms.uscg.mil/ppc/pd/page7/
https://www.dcms.uscg.mil/ppc/pd/page7/
https://www.dcms.uscg.mil/ppc/pd/page7/
https://www.dcms.uscg.mil/ppc/pd/page7/
https://www.dcms.uscg.mil/ppc/pd/page7/
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PSC-RPM-1. 

6 Terminates Clearance with Security Manager. Ref (e)  

7 Verifies SELRES member does not have service 

obligation remaining (Run Obligated Service Report). 

  

8 SPO verifies with PPC of possible bonus recoupment. PPC (mas)  

9 Ensures Government Travel Charge Card account is 

terminated by the unit GTCC coordinator.  

Ref (f)  

10 SPO completes Direct Access transactions (DD-214, 

Discharge or Retirement). 

PPC (p&d) 

DA ï User 

Guides 

 

11 Reviews SPO/MED PDRs.  Ref (b)  

12 SPO reviews and distributes SPO PDR per PDR 

Manual. SPO notifies Health Record Custodian to 

forward MED PDR as appropriate. 

Ref (a)  

13 Collects memberôs Common Access Card (CAC) and 

dependent ID cards; returns to the nearest Real-Time 

Automated Personnel Identification System (RAPIDS) 

for disposal. 

Ref (d)  

14 Collects all government property issued to SELRES 

member including: any building keys, gear, and 

miscellaneous items. Updates safe combinations.  

  

Table 3-23 Checklist for SELRES Non-Participation Discharge 

https://www.dcms.uscg.mil/Portals/10/CG-1/PPC/GUIDES/GP/SelfService/Command/Obligated%20Service%20Report.pdf?ver=2018-04-25-151729-150
https://www.dcms.uscg.mil/ppc/pd/da/
https://www.dcms.uscg.mil/ppc/pd/da/
https://www.dcms.uscg.mil/ppc/pd/da/
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Figure 3-3 Sample Memo 1 ï Notice of Failure to Participate 
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Figure 3-4 Attachment to Memo 1 ï Member Acknowledgement of Failure to Participate Notice 
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Figure 3-5 Sample Memo 2 - Notice of Intent to Recommend Discharge 
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Figure 3-6 Attachment to Memo 2 ï Mbr Acknowledgement of Command Intent to Recommend Discharge 
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Figure 3-7 Sample Memo 3 - Recommendation for Discharge - No MSO Remaining 
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Figure 3-8 Sample Memo 4 - Recommendation for Discharge - MSO Not Completed 
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Section N: Standard Separation Letters 

  

N.1.  
Introduction  

This section contains standard separation letters. Click here for the 

Microsoft Word version. 

 

Figure 3-9 Sample Memo 5 - Final Pay for All Separations 

https://www.dcms.uscg.mil/Portals/10/CG-1/PPC/PPPM/TTP/Standard%20Separation%20Letters.doc?ver=2020-03-05-143413-893
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Figure 3-10 Sample Memo 6 - Survivor Benefit Plan Election Requirements 
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Figure 3-11 Sample Letter - Spousal Notification/Concurrence Letter pg. 1 
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Figure 3-12 Sample Letter  - Spousal Notification/Concurrence Letter pg. 2 
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Figure 3-13 Sample Memo 7 - Information Regarding Active Duty Separation Status pg. 1 
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Figure 3-14 Sample Memo 7 - Information Regarding Act ive Duty Separation Status pg. 2 
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Figure 3-15 Sample Memo 8 - Release from Active Duty and Transfer to the IRR pg. 1 
















